State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Analyst (General) 1601-5157-001 50001397 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
VACANT OWUET/Administration and Program Control
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
RO1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[] Supervisory [] Lead Person Richard Soehren CEA
APPROVED BY (Personnel Analyst's Name) DATE
Sandy Smith 10/19/2008
P eg_c;j%rg of Activity

POSITION SUMMARY

Under the supervision of the CEA, Office of Water Use Efficiency, the Staff Services Analyst
(General) will perform a variety of administrative duties in the areas of contracts, purchasing,
human resources, budgeting, program evaluation and expenditure tracking, and training.

ESSENTIAL FUNCTIONS

Provide human resources related services. Advice and assist on various personnel management
problems. This requires a knowledge of principles and current methods of personnel practices.
The specific duties are:

40% Analyze, assist, and make recommendations for the restructuring and reclassification of positions.
Prepare and review requests for new classification or classification specification revisions. Prepare
the annual office examination plan and the memoranda and reports of personnel matters. Review
personnel actions for compliance with civil service regulations. Review equal opportunity and
upward mobility policies and procedures. Coordinate personnel activities between the chief and the
Department's Personnel Office. Interpret and explain civil service laws, rules and procedures.
Participate in recruitment activities, assist in preparation of job descriptions, analyze organizational
structure and prepare organizational charts. Write job announcements and duty statements,
participate on interview panels, prepare hiring packages, enter information in SAP, and ensure
information is transmitted to the Personnel Office.

15% Act as a counselor and provide training information resources to all employees. Coordinate and
develop training plans and programs. Assist in developing and preparing employee career
development plans, training and development assignments. Review and recommend individual
participation in training courses. Monitor training funds and oversee the yearly Appraisal &
Development Program.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Richard Soehren >
EMPLOYEE’'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE’S SIGNATURE DATE
>

DWR 525 (Rev. 6/04) Page 1 of 2




JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Staff Services Analyst (General) 1601-5157-001 50001397 1

APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

VACANT OWUET/Administration and Program Control
PerT(;%rg oF Activity

15% Perform management materials duties. Develop procurement documents for supplies and
equipment. Evaluate requests, obtain necessary approvals for expenditures from program
managers. Coordinate procurement. Distribute equipment and supplies and maintain equipment
inventory for the Office of Water Use Efficiency and Transfers (OWUET).

10% As Facilities operations coordinator, develop liaison for the Department of Water Resources with
the Department of General Services property management staff to obtain maintenance and
janitorial services and communication services such as telephones, pages, voice mail, and other
related devices.

10% Assist staff assigned to budget development. Gather data and supporting documents and assist in
the preparation of Budget Change Proposals, organizational and program cost center expenditure
reports, and program component statements.

10% Assist staff assigned to contract development.

SPECIAL REQUIREMENTS

Must exercise discretion in performing assigned tasks. Must have excellent interpersonal skills
and knowledge of Microsoft computer applications.
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	activity: POSITION SUMMARY
Under the supervision of the CEA, Office of Water Use Efficiency, the Staff Services Analyst (General) will perform a variety of administrative duties in the areas of contracts, purchasing, human resources, budgeting, program evaluation and expenditure tracking, and training.


ESSENTIAL FUNCTIONS
Provide human resources related services. Advice and assist on various personnel management problems. This requires a knowledge of principles and current methods of personnel practices.  The specific duties are:

Analyze, assist, and make recommendations for the restructuring and reclassification of positions. Prepare and review requests for new classification or classification specification revisions. Prepare the annual office examination plan and the memoranda and reports of personnel matters. Review personnel actions for compliance with civil service regulations.  Review equal opportunity and upward mobility policies and procedures. Coordinate personnel activities between the chief and the Department's Personnel Office. Interpret and explain civil service laws, rules and procedures. Participate in recruitment activities, assist in preparation of job descriptions, analyze organizational structure and prepare organizational charts. Write job announcements and duty statements, participate on interview panels, prepare hiring packages, enter information in SAP, and ensure information is transmitted to the Personnel Office.

Act as a counselor and provide training information resources to all employees.  Coordinate and develop training plans and programs. Assist in developing and preparing employee career development plans, training and development assignments. Review and recommend individual participation in  training courses. Monitor training funds and oversee the yearly Appraisal & Development Program.
	classification: Staff Services Analyst (General) 
	appointee: VACANT 
	dwr position number: 1601-5157-001
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10%
	activity2: Perform management materials duties.  Develop procurement documents for supplies and equipment. Evaluate requests, obtain necessary approvals for expenditures from program managers. Coordinate procurement.  Distribute equipment and supplies and maintain equipment  inventory for the Office of Water Use Efficiency and Transfers (OWUET).

As Facilities operations coordinator,  develop liaison for the Department of Water Resources with the Department of General Services property management staff to obtain maintenance and janitorial services and communication services such as telephones, pages, voice mail, and other related devices. 

Assist staff assigned to budget development.  Gather data and supporting documents and assist in the preparation of Budget Change Proposals, organizational and program cost center expenditure reports, and program component statements. 

Assist staff assigned to contract development.


SPECIAL REQUIREMENTS 

Must exercise discretion in performing assigned tasks.  Must have excellent interpersonal skills and knowledge of Microsoft computer applications.

	supervisor name: Richard Soehren 
	employee name: 


